
Instructions for creating a 
profile on the new SPB

Online Employment Center
www.jobs.ca.gov               

Home Tab:

1. Click on ‘New User’ to create a 
new profile in the New Online 
Employment Center (OEC).

(This takes you to the ‘Find 
Recruitments’ tab.)

Note: If you created an application 

before 09/28/09, you need to create a

new profile.

1.



Find Recruitments Tab:

2. Read all of the information on this 
page regarding your ‘Application-
on-File’.

3. Click on ‘Apply Online’ to create 
your profile. 

(This will take you to the ‘My 
Profile’ tab.)

3.

2.



My Profile tab:

4. Read all of the information on this 
page regarding Applicant 
Instructions.

5. Check the box  labeled ‘I agree 
with the above terms of use.’

6. Click on the ‘I am a NEW USER’  
box. 

(This takes you to the ‘Create a 
New Account ‘ page.)

4.

5.

6.



7. Fill in all of the required 
information noted by an asterisk.

8. Click on ‘Submit Registration.’

7.

8.



All information supplied on this page is 
voluntary.

9. Answer all questions and click on 
‘Save and Continue’ at the 
bottom of the page.

9.



10. Enter your social security number.

11. Re-enter your social security 
number to verify.

12. Click on ‘Save and Continue’ at 
the bottom of the page.

10.

11.

12.



13. Enter all of the required 
information noted by a red 
asterisk on tabs a-d.  (At the 
bottom of each page, click on 
‘Save and Continue’ to go to the 
next page.)

14. After all information is entered, 
review your application and then 
continue to the next page.

13.

a. b. c. d. 14.



15. Read ‘Applicant Release of  
Employment Information’ on this 
page.

16. Check signature box to certify 
that you agree with the 
information you provided.

17. Click on ‘Submit Application.’ 15.

16.

17.



Once your application is submitted, 
you will receive a confirmation notice.

NOTE: Clicking on submit application 
does not send your application to an 
advertised exam or job.  To apply for 
an exam, you must follow the 
directions on each recruitment 
bulletin.


